CURRICULUM-VITAE

Reena Chand
PRESENT ADDRESS:




 

      CONTACT DETAILS:
RZ-F-23, 2nd Floor                                            Mob: 9654583774

Gali no-6, West Sagarpur                                     E-mail: reena2113@gmail.com                                                  

New Delhi-110046

Key Skills

· Analytical thinking, planning.

· Accuracy and Attention to details.

· Package - MS-Office (MS word, MS PowerPoint, Mail Merge).

· Main work key � Excel(V lookup & Pivot Table)

· proficiency in Excel, Tally 9 ERP

· Adjustable in all situations.

Foresight & Objective

Seeking a position to utilize my skills and abilities in the Industry that offers security and Professional growth while being resourceful, innovative and flexible.

Education Credentials

· B.Com   :  Delhi University in year 2015                                                                               

· XII
   :  CBSE.Board  in year 2009.

· X
       :   CBSE.Board  in year 2007
 Work Experience
· Working as an Accounts Executive in a CA Firm �N Sharma & Associates� Green Park Extension, New Delhi from Oct�2014 to April�2017 & from April�18 to till date.
· Day to day journal entries in Tally 7.2 & Tally ERP 9.

· Cheque preparation for salary employees and client payments.

· Monthly salary preparation for employees. 

· Monthly Tax Deduction as per slab rate on average basis.

· Proof checking of client�s reimbursement.

· Bank Reconciliations statement.

· Income Tax Return filling through Software(Computax)

· GST calculation & return filling.
· TDS return filling.
· Worked as an Payroll Executive in ,"SP HR Solutions Pvt LTD" at Ashok Vihar, New Delhi from May'17 to

March�2018.

·  Proof checking of client s reimbursement bills.

·  UAN link or Generate on EPFO Portal.

·  Employee's KYC update & Approve on EPFO Portal.

·  ESI no. link or generate on ESIC portal.

·  Monthly PF & ESIC Challan generate on Portal.

·  Monthly password on payslip & send to the Employees.

Personal Vitae

· Name                   Reena Chand                
· Date of Birth             14/09/1990         

· Father�s Name           Mr. Harinaryan Chand         

· Sex                     Female        

· Marital Status           Single
· Nationality              Indian   

· Languages Known       Hindi & English    

Declaration 

I hereby declare that the information furnished above is true and complete to the best of my knowledge and belief.  

Date:                                                                                                                              Place: 

                                                                                                                                                Reena Chand

                                                                                                                                                                                                                                                  

